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DEPARTMENTAL RECORDS CLERK

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This is a responsible «clerical position involving the

mai nt enance of all records of the fire departnment, typing,
filing, and acting as clerical assistant for the Chief and ot her
desi gnat ed departnent officers. The enployee of this class
foll ows established procedure or works at the specific direction
of a superior officer. The Departnental Records Clerk is

directly responsible to the Chief who personally supervises and
eval uates the performance of work.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned, neither
are they intended to exclude other duties which nmay be | ogqical
assignnents to this class.

Mai nt ai ns personnel records for the departnent and all other
general office records.

Conpl etes forns and reports; exam nes, checks, and verifies all
incomng reports for conpleteness and accuracy. Det er mi nes
conformty to established requirenments and personally follows up
on any di screpanci es.

Types from rough draft, dictating nmachine, and other sources,
| etters, nmenoranda, forns and other material.

Supervi ses and instructs other clerical workers assigned to the
Chief's office.

Answers the telephone in the Chief's office, dispenses
information to callers in accordance with policy, and refers
callers to the chief officers of other divisions.

Acts as receptionist for the Chief and other designated
of ficers.

Routes incoming mil and correspondence not requiring a
superior's attention.

Prepares board or comm ssion neeting agendas; attends neetings
and keeps records or makes notes as directed by the Chief.

Recei ves conplaints and requests for information; directs to
proper division.

Prepares purchase requi sitions and makes purchases according to
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departnental policy.
Perfornms any rel ated duties as assigned.
QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents |listed bel ow nust
be net by the filing deadline for application to the test.

Must nmeet all requirenents of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
States and being a qualified elector of the State of Louisiana.

After offer of enploynent, but before beginning work in this
cl ass, nmust pass a nedi cal exan nation prepared and adm ni stered
by t he Appointing Authority, designed to denponstrate good health
and physical fitness sufficient to performthe essential duties
of the position, with or w thout reasonabl e accommbdati on.

Must have a high school diploma or a valid certificate of
equi val ency issued by a state departnment of educati on.

Must have a Loui siana driver's license valid for the class which
would qualify applicant to operate all required departnment
equi prment .

Must present a certificate showing the ability to type 45 words
per m nute.
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